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THE FINANCIAL ADMINISTRATION OF STUDENT 
ORGANIZATIONS IN SECONDARY SCHOOLS 



ALVA W. STAMPER 
State Normal School, Chico, California 



In the good old days not so very long ago, not more than 
fifteen or twenty years at the most, our secondary schools were 
leading the simple life. In athletics there was baseball; on the 
intellectual side, the debating society. These practically consti- 
tuted all of the activities in which high-school students partici- 
pated, outside the regular classroom work. 

In recent years student life has become more complex, a con- 
dition largely brought about by an effort on the part of the 
high school to take upon itself the organization and life of 
the university. The ordinary high school now supports base- 
ball, football, tennis, track, and debating teams, and a school 
paper. Some schools add swimming, cross-country running, and 
one or more musical clubs. Most of these activities are under 
the control of regular organized bodies with a full equipment 
of managers, treasurers, and other necessary officers. Consid- 
erable business is transacted, and the financial question becomes 
important, especially in connection with inter-school contests. It 
is the financial side of these activities that concerns, or should 
concern, the school authorities. 

It is safe to say that few of our educational institutions, 
whether high school, normal school, or college, are wholly satis- 
fied with their supervision of the financial affairs of their 
respective student organizations. It is easy to establish a set 
of regulations that accounts shall be carefully kept and that 
reports must be made from time to time, but it is not so easy 
to get a body of young people to do this in a business-like way. 

Perhaps some of the following questions have been asked 
by school faculties of those under their charge: What is the 
total indebtedness of a particular organization? What are its 
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total resources? Were all the tickets accounted for that 
were put on sale? Is a strict account kept of all receipts and 
expenditures, and are they recorded in a systematic manner? 
Are receipts and other vouchers at hand to verify the truth- 
fulness of the accounts? 

The American youth of today hardly knows what it is to 
assume responsibility where such responsibility means to advance 
the good of others. He will not recognize authority unless 
compelled. Neither will he attend to matters of business except 
in a way that gives him the least bother, unless influences are 
brought to bear upon him. Is there any better way to train 
students to be prepared for life's work than to cause them to 
conduct their business affairs in a business-like way, that is, in 
a way that would be practiced by any good business man? 

The Chico Normal School has had a struggle in securing a 
business-like attitude on the part of its students, but we believe 
that we have attained some measure of success in training our 
students in this respect. Perhaps our experiences may help 
others. 

The original suggestion for working out the following plans 
came from former-President Van Liew, whose interest made 
possible the carrying out of the work. These methods of finan- 
cial control were tested in the combined student bodies of the 
preparatory and the regular normal courses of the Chico Nor- 
mal School. All that follows here may be considered as apply- 
ing equally well to either high or normal schools, but is pri- 
marily designed for students of the secondary-school age. 

I. A PLAN OF AUDITING ACCOUNTS 

About nine years ago we realized that something had to be 
done to straighten out the financial affairs of some of our 
student organizations. Upon inquiry being made of one organi- 
zation, the treasurer thought there was owing about $50. When 
unreceipted bills were examined, the indebtedness was found 
to be over $100. Finally, after full inquiry had been made, 
the indebtedness was found to be over $200. We also found 
that at least two organizations allowed the participants in cer- 
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tain activities either to share in the profits or to enjoy a ban- 
quet, or "feed" as they called it. Consequently some organiza- 
tions, if they had no debt, at least had no profit to transfer 
to their successors in office. 

When we first planned to adopt a system of auditing ac- 
counts there was not the fullest co-operation on the part of the 
various managers and treasurers. A few felt that we distrusted 
their honesty. But carelessness, not dishonesty, is the sin we 
have had to fight against. We soon secured the co-operation 
of the Associated Students. They elected two members and 
the faculty one member of an auditing committee. It was 
arranged for this committee to report to the Associated Stu- 
dents once a month. Later it was found advisable to have five 
members on the committee, two from the faculty and three from 
the Associated Students, one of the latter being president of 
that body. 

Our plan is described in the two following sets of instruc- 
tions, which are given respectively to those reporting to the 
Auditing Committee and to the members of this committee: 

Instructions to Representatives of Student Organizations Reporting to 

the Auditing Committee 
I. Suggestions relating to the keeping of accounts. 

In order to expedite matters in auditing the accounts of the various 
student organizations, the Auditing Committee requests the representatives 
of these organizations to observe the following instructions: 

i. Keep a cash book. 

If there are any standing accounts also open a ledger. 

Keep a list of the members of the society represented. This may be 
kept in the back part of the cash book. Arrange columns so as to show the 
payment of dues for the different months or occasions. 

2. All business transactions should be entered on the books the day the 
transactions occur. The only exception should be when a blotter is kept. 
Do not neglect entering the proper dates. 

3. When much cash is regularly carried, open an account with the Train- 
ing-School Bank. Your books should show this. 

4. Do not advance money of your own for the payment of bills. In 
case you should do this — for this rule may be violated in extreme cases — 
your books should show the transaction. 

5. Keep all cash of your society separate from your own. This will 
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help check your accounts. Buy a small sack, which will belong to the 
society. 

6. Insist on giving and taking receipts in all money transactions. Have 
proper dates affixed. 
II. When reporting to the Auditing Committee, 

i. Have the Auditing Committee blank properly filled out before coming 
to the committee room, using lead pencil. When the report is accepted, 
change from lead pencil to ink (see form below). 

2. Fill out a report blank even if business stands as it did at the previous 
report. 

3. Present all receipts, other vouchers, and bills in the order of the 
corresponding accounts on the books. 

4. Always bring books, properly balanced, when the report is made. 
Bring membership list, showing dues received since last report. 
Bring all cash not in bank. 

5. Have at hand, when reporting, the necessary figures showing the 
correctness of the amount under "bills due" on the report blank. 

6. Report blanks may be found in the lower right-hand drawer of the 
chest in Room A. It is suggested that these blanks be got and filled out the 
day before reports are due. 

7. No reports will be audited by the committee until the above regulations 
are complied with. 

8. After reporting, paste all receipts and receipted bills in the book 
provided for that purpose in Room A. 

9. Reports will be made to the Auditing Committee the Thursday before 
the last Tuesday of the school month at 3:40 p.m., in Room A. 

10. Unaccepted and tardy reports will not be acted upon by the com- 
mittee until the next regular meeting, unless the Associated Students direct 
otherwise. 

11. All representatives when closing their terms of office will give their 
books, properly balanced, to the new officers, and take a receipt for all 
money turned over. 

12. The old officers should assist the new officers in making out their 
first reports. 

13. At the beginning of each term the representatives of the different 
societies will file with the Auditing Committee a statement of probable 
expenditures for the ensuing term. In case expenditures are contemplated 
that were not foreseen at the beginning of the term, the proper representa- 
tives should so report to the Auditing Committee before said expenditures 
are made. 

14. Those having charge of the property of the athletic associations 
should give an inventory of such property to the Auditing Committee at the 
end of each term. 
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TORM OF REPORT TO THE AUDITING COMMITTEE 
CHICO NORMAL SCHOOL 

Date 



.19... 



Report of the . 



to the Auditing Committee 



Cash on hand at last report 

Cash received since the last report. 

Cash paid out since the last report. 

Balance 



Resources (not including inventory) 

Cash on hand. . . . 
Bills due us 

Liabilities 

Unpaid bills . 

Present worth or insolvency 



Signed. 



III. To those having charge of sale of tickets 

1. Stamp all tickets with the Normal stamp. Do this with the help of a 
member of the Auditing Committee, who will also help count the tickets 
stamped. 

2. When giving out tickets to be sold, either before the contest or 
entertainment or at the door, fill in the proper data on a prepared blank, 
a copy of which appears below. 

When unsold tickets are returned or money received for tickets sold 
handed in, obtain the signature of the one who returns the tickets or money. 

3. When reporting to the Auditing Committee, bring the above account 
and also a statement of the totals of tickets stamped, tickets sold, tickets 
unsold, and complimentary tickets, a form for which is given below. 
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4. All tickets collected at the door should be mutilated. All unsold 
tickets should be given to the Auditing Committee. 

5. The report on the sale of tickets should be in the hands of the Audit- 
ing Committee within three school days after the game or function for which 
the tickets were sold. 



FORM OF REPORT ON SALE OF TICKETS 



(a) 












Those to whom 

tickets are 
given to be sold 


Number of 
tickets given 


Number of 
tickets sold 


Number of 
tickets 
returned 


Cash 
Received 


Signature of person whose name 
appears opposite (to be obtained 
when tickets and money are 
accounted for) 














Totals 













Total number of tickets stamped 

" " sold 

" " " returned unsold 

" " " " complimentary 

Totals. 



Instructions to Members of the Auditing Committee 

1. As a preliminary, see (1) if the auditing blank is filled out; (2) if 
the books are balanced; and (3) if vouchers accompany the report. If any 
one of these matters has not been attended to, do not audit the account. 

2. The preliminary inspection being satisfactory, next check off the 
receipts and other vouchers with the corresponding entries in the account 
books. 

3. Verify the correctness of the balances in the account books. 

4. After the books are examined, next pass to the report. 

a) Note that the upper half of the report is merely a summary taken 
from the cash book. 

b) See if the "cash on hand at last report" in the present report agrees 
with cash balance in the previous report. 

c) Next examine the lower half of the report. This shows how 
business stands. Under "resources" are found the present cash on hand, 
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and all that can be turned into cash, and "bills due" (inventory is not 
included) . 

d) Compare the "bills due" in the previous report with the present and 
ask for the necessary figures to show the correctness of the present state- 
ment. In this connection a membership list and a ledger, if one is kept, 
should be presented. 

e) Under "liabilities" is found "unpaid bills." The corresponding ledger 
accounts, or unreceipted bills, or both, should be shown. 

/) Verify balances. 

g) Note if there is a "present worth" or a "present insolvency" and 
make the report read accordingly. 

h) The report being correct, see that it is in ink. The balances should 
be in red ink. 

i) Finally "O. K." the report at the bottom. (New members of the 
Auditing Committee should refer the report to one of the faculty mem- 
bers before finally accepting it.) 

/) The chairman of the committee will take charge of all reports and 
in due time will submit a "report of the Auditing Committee" to the 
Associated Students. 

At the present time our plan is working successfully. We 
find some individuals not inclined to follow our regulations, 
but these generally give us little trouble, as the student body 
now realizes that the Auditing Committee must have its support. 
In observing the practical good our students get out of 
this work, we are convinced of the truth of the maxim that 
one learns to do by doing. 

II A SCHOOL CLEARING-HOUSE 

In the working out of the above plan of auditing accounts, 
one chief aim has been realized in that the student officers have 
learned to attend to money matters in a business-like way. But 
these officers have been hindered in the discharge of their duties 
by the tardiness of the students at large in paying their dues 
and taxes. Such delay is to be expected in a body of 350 
students, where the one collecting has to run his chance of find- 
ing the persons he wants in the halls. The need of a central 
meeting-place for the convenience of both payees and payers 
becomes evident. 

A more fundamental problem than that of convenience arises 
in this connection. While no student should be forced, either 
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by the faculty or by the student body, to enter into any financial 
obligation in connection with the activities of the school, yet 
when he once pledges himself in this respect he is morally 
bound to live up to his contract. And it is the duty and the 
business of the school authorities to see that he does so. Such 
pledges are considered binding in civil life; why not in connec- 
tion with the life in school? A specified time and place for 
redeeming these pledges might make it easier for the student 
to conform to the moral and business standards that obtain in 
the larger life outside the school. 

To meet these needs a school clearing-house was organized, 
the rules of which are given below. 

Clearing-House of the Associated Students of the Chico State Normal 

School 

purpose 
This Clearing-House is instituted to provide a means for collecting all 
taxes and dues pledged to the various student enterprises, classes, and 
societies of the State Normal School at Chico. 

PLAN 

i. The Clearing-House shall be open every school day from 12:45 to 
12:55 p.m., on Monday from 2:40 to 2:50 p.m., and on other days from 
3:30 to 3:40 p.m., in Room A. 

2. A cashier and two assistant cashiers shall be appointed by the presi- 
dent of the Associated Students, the term of office being one-half a school- 
semester. These officials shall be assisted by the various class and society 
treasurers as the occasion demands and be under the general supervision of 
the department of mathematics. 

3. The treasurers of the various classes and societies, or the otherwise 
properly constituted persons, shall file with the Clearing-House: (a) a list, 
alphabetically arranged, of the members or persons that pledge themselves 
for any particular dues or taxes, who must liquidate all such indebtedness 
during Clearing-House hours: (b) a receipt book containing the receipts, 
alphabetically arranged, corresponding to the names that appear on the list. 
The receipts should be made out in full with the exception of the date, 
which is filled in by the Clearing-House. One receipt, properly itemized, 
may include more than one tax or pledge. The name of the class or 
society should be plainly written on the cover of the receipt book. 

The list of names given to the Clearing-House should be written on 
foolscap, one side only, with the name of the organization submitting the 
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list, the name of its treasurer, and the date when filed, written at the top, 
allowing at least two inches top margin. 

In the class lists, divide the space on the right of the list of names into 
three columns. Above the first write "Associated Students' Tax" and the 
amount. Above the second write "Class Tax" and the amount. Other 
organizations need provide but one column with the amount of the indi- 
vidual tax at the top. 

The various treasurers should keep duplicate lists of the names placed 
on file and from time to time check up payments from the Clearing-House 
list, thereby learning who are delinquent. The treasurers should remind said 
delinquents of their indebtedness. 

4. When money is paid to the Clearing-House, the proper amount shall 
be credited to the names on the list and receipts given. 

5. All money received by the Clearing-House shall be deposited in the 
Training-School Bank each day immediately upon the close of Clearing- 
House hours. 

When depositing money to the credit of any organization, the Clearing- 
House cashier shall make out deposit slips in triplicate, one of which shall 
be kept by the bank, the second kept by the Clearing-House as a receipt, the 
third retained by the Clearing-House until called for by the organization 
treasurer. 

6. The various class and society treasurers shall draw on the Training- 
School Bank for all money due them. 

These officers should be provided with the necessary passbook and 
check book. They should from time to time obtain from the Clearing- 
House the duplicate deposit slips on file and have the Bank give credit in 
the passbook. 

Passbooks should be handed to the Bank to be balanced at least once a 
month. This will facilitate matters for those organizations reporting to 
the Auditing Committee. 

7. The Clearing-House officers and the officers of the various classes and 
societies should urge the students at large to open an account with the 
Training-School Bank and to pay in the Clearing-House by means of checks. 

The Clearing-House has been in operation about a year and 
a half, and is proving a convenience to the students. Those in 
charge get some business practice, and even the students who 
only make payments learn something practical. A number of 
students did not realize at first that they were to do business. 
Now and then a few forget their obligations, but the fact that 
the faculty has access to the lists kept on file tends to make 
our experiment a success. 



